Dl SPOSAL AUTHORI TY NC1-310-77-2

PO PORT OPERATI ON | NSPECTI ON

CGeneral material relating to port of
entry inspection too broad in scope to
be filed under one of the nore specific
subj ects bel ow.

PO  SPECI AL PORTS OF ENTRY

Correspondence and material relating to
requests for and use of special entry
ports.

* Retention Period *

(item 831a)
Oiginating office:

Destroy when

(item 831b)
Al'l other offices:

Destroy when

(item 832a)
Oiginating office:

Destroy when

(item 832b)
Al'l other offices:

Destroy when

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991

3 years

2 years

5 years

2 years



Dl SPOSAL AUTHORI TY NC1-310-77-2

PO 1 POLICY

Policy and guidelines covering all sub-
jects included under this primary sub-
ject. If needed, subdivide by type or

subj ect of policy and cross-reference to

appropriate subject category.

EXCEPT: Published instructions or direc-
tives which are filed in binders accord-

ing to established Agency custom

PO 2 REPORTS AND STATI STI CS

Reports covering all subjects included
under this primary subject.

EXCEPT: Final project reports which
shoul d be filed under PO 6 PROJECTS.

a. Record copy of substantive reports,
such as annual summaries and conprehen-
sive nonrecurring reports. Case file
special or one-tine reports as needed.

b. Agency copy of above.

* Retention Period *

(item 833a)
Oiginating office:
PERVMANENT. Retire to
Federal Records Center
(FRC) when 10 years
old. Transfer to
Nat i onal Archi ves and
Records Adm ni stration
(NARA) when 15 years ol d.

(item 833b)
Al'l other offices:

Destroy when superseded
or obsol ete.

(item 834a)
Oiginating office:

PERMANENT. Retire to
FRC when 10 years ol d.
Transfer to NARA when 15
years ol d.

(item 834b)
All other offices:
Destroy when no | onger
needed for reference but
no | onger than 3 years.

(item 835a)
Oiginating office:

Destroy when superseded
or obsol ete.

(item 835hb)
Al'l other offices:

Destroy when 2 years ol d.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991



Dl SPOSAL AUTHORI TY NC1-310-77-2

PO 2 (continued)

c. All other reports.

PO 3 COW TTEES, MEETI NGS

Material on commttees and neetings
relating to program functions not having
| ong-term signi ficance. Subdivide com
mttees and neetings if necessary and
show nane and date span on fol der

Case file record copy of m nutes and
related material, including agendas, of
substantive or significant conmttees or
meeti ngs concerned wth broad aspects of
PO, such as: advisory organizati ons,

i nteragency conmttees. Includes com
mttees chaired by PO representatives
or records maintained by PO representa-
tives on committees to carry out respon-
sibility of assignnents.

EXCEPT: Adm nistrative commttees or
nmeeti ngs which should be filed under ADM
3 COW TTEES, MEETI NGS.

* Retention Period *

(item 836a)
Oiginating office:

Destroy when 3 years ol d.

(item 836b)
Al'l other offices:

Destroy when 2 years ol d.

(item 837a)
Oiginating office:

Destroy when 2 years ol d.

(item 837b)
Al'l other offices:

Destroy when 2 years ol d.

(item 838a)
Oiginating office:
PERVMANENT. Retire to
FRC when 10 years ol d.
Transfer to NARA when 15
years ol d.

(item 838b)
Al'l other offices:

Destroy when 2 years ol d.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991



Dl SPOSAL AUTHORI TY NC1-310-77-2

PO 3-1 Arrangenents

Material on neeting arrangenents, invi-
tations, accommbdati ons, authority to
attend, work-papers, acceptances,
regrets, and extra copies of agendas.

PO 4 BAGGAGE

Correspondence and related material on
all activities involving boarding and on
board exam nation of all baggage. In-

cl udes baggage i nspection made by Cus-
tons and ot her Federal agenci es.

PO 6 PROIECTS

CGeneral material on projects.

Ref erence materi al .

* Retention Period *

(item 839a)
Oiginating office:

Destroy when

(item 839b)
Al'l other offices:

Destroy when

(i tem 840a)
Oiginating office:

Destroy when

(i tem 840b)
Al'l other offices:

Destroy when

(item 843a)
Oiginating office:

Destroy when

(item 843b)
Al'l other offices:

Destroy when

(i tem 844a)
Oiginating office:

Destroy when
or obsol ete.

(i tem 844b)
Al'l other offices:

Destroy when
or obsol ete.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991

1 year old.

1 year old.

3 years ol d.

2 years ol d.

3 years ol d.

2 years ol d.

super seded

super seded



Dl SPOSAL AUTHORI TY NC1-310-77-2

PO 6 (continued)

Case file records and rel ated correspon-
dence on approved projects or task forc-
es having precedential significance.

I ncl udes basi c docunentation and fi nal
report or other substantive material.
Show title and date span of project, as:
PO 7 PRQJECT No. 00 (nane of project)
FY 76.

Al l other projects.

Proposed projects.

Wor kpapers and draft report of project.

NOTE: When a proposed project is
approved, renove and file with project
case files.

* Retention Period *

(item 845a)
Oiginating office:

PERVANENT. Retire to
FRC 5 years after

conpl etion of project.
Transfer to NARA 15
years after conpletion
of project.

(i tem 845b)
Al'l other offices:

Destroy when 2 years ol d.

(item 846a)
Oiginating office:
Destroy 5 years after
conpl etion of project.

(item 846b)
Al'l other offices:

Destroy when 2 years ol d.

(item 847a)
Oiginating office:
Destroy when 5 years ol d,
if no further action is
t aken.

(item 847b)
Al'l other offices:

Destroy when 2 years ol d.

(item 848a)
Oiginating office:
Destroy 3 years after
conpl eti on of project
and final report.

(item 848b)
Al'l other offices:

Destroy when 2 years ol d.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991



Dl SPOSAL AUTHORI TY NC1-310-77-2

PO 7 GARBAGE AND STORES

Correspondence and material relating to
pl ant quaranti ne inspection concerned
w th garbage and stores on carriers.

I ncl udes exam ni ng, safeguarding, and
seal i ng of unused stores and garbage,
and the di sposal of garbage by burning,
grindi ng, and boiling.

PO 8 PASSENGER AND CREW

Correspondence and nmaterial on exam na-
tion of passengers and crew.

PO 9 CARGO COWDDI Tl ES

Correspondence and material relating to
exam nation of cargo commodities in
bul k, containers, or other suitable
packagi ng. Includes cargo commodities
such as cut flowers, vegetables, root
crops, and crated marble. Al so includes
mani fests, ship logs, and certificates.
Subdi vi de by specific commodities.

EXCEPT: Correspondence and nateri al
relating to agricultural and vegetable
seeds.

EXCEPT: Aninmal or aninmal byproducts.
See | M

* Retention Period *

(item 850a)
Oiginating office:

Destroy when 5 years ol d.

(i tem 850b)
Al'l other offices:

Destroy when 2 years ol d.

(item 851a)
Oiginating office:

Destroy when 3 years ol d.

(item 851b)
Al'l other offices:

Destroy when 2 years ol d.

(item 852a)
Oiginating office:

Destroy when 5 years ol d.

(item 852b)
Al'l other offices:

Destroy when 2 years ol d.

(item 852c)
Oiginating office:
Destroy 1 year after
conpl etion of action.
+[ (Di sp. Auth. NC1-463-
83-1)] +.

(item 852d)
Al'l other offices:

Destroy when 6 nont hs
old. +[(Disp. Auth. NCi-
463-83-1)] +.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991



Dl SPOSAL AUTHORI TY NC1-310-77-2

PO 9 (continued)

| mport permts.

PO 9-1 Packing Materi al
Correspondence and material relating to
comodities' packing material to ensure
that such material is free from pests.

PO 10 TREATMENT

Correspondence and material on all ac-
tivities relating to any type of treat-
ment required including all techniques
and sanpling nethods used.

Case file records and rel ated correspon-
dence on contested inspections and

treat ment damage and new sanpling in-
spection systens. Subdivide as best
suits user's needs.

* Retention Period *

(item 853a)
Oiginating office:

Destroy 2 years after
expiration date.

(item 853b)
Al'l other offices:

Destroy 1 year after
expiration date.

(item 854a)
Oiginating office:

Destroy when

(i tem 854b)
Al'l other offices:

Destroy when

(item 855a)
Oiginating office:

Destroy when

(item 855b)
Al'l other offices:

Destroy when

(item 856a)
Oiginating office:
Destroy after
if no further
t aken.

(item 856b)
Al'l other offices:

N A.

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991

5 years ol d.

3 years ol d.

3 years ol d.

2 years ol d.

5 years
action is



Dl SPOSAL AUTHORI TY NC1-310-77-2

PO 11 | NTERCEPTI ON

Correspondence and related material on
itens intercepted as a result of inspec-
tions made at ports.

| nterception records.

I nterception records worksheets.

PO 12 | DENTI FI CATI ON

Correspondence on activities relating to
the collection and identification of

pl ant pests at ports.

* Retention Period *

(item 857a)
Oiginating office:

Destroy when

(item 857hb)
Al'l other offices:

Destroy when

(item 858a)
Oiginating office:
Dest roy when
ol d.

(item 858b)
Al'l other offices:

Destroy when

(item 859a)
Port office:
Destroy when
ol d.

(item 859b)
Al'l other offices:

N A

(item 860a)
Oiginating office:

Destroy when

(item 860b)
Al'l other offices:

Destroy when

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991

3 years ol d.

2 years ol d.

10 years

2 years ol d.

3 nont hs

3 years ol d.

2 years ol d.



Dl SPOSAL AUTHORI TY NC1-310-77-2

PO 13 PRECLEARANCE

Correspondence and material on activi-
ties relating to preclearance, including
precl earance of agricultural commodities
at foreign sites before departure to the
U. S.

I ncludes forns for aircraft or safeguard
cl ear ances.

PO 13-1 Mail (Foreign)

Correspondence and related material on
the i nspection of agricultural commodi -
ties shipped through the nuil

PO 13-2 First-Class Mail (Donestic)

Mat erial on the collection of prohibited
agricultural products/itens being
intercepted in First-Cl ass Mil.

* Retention Period *

(item 861a)
Oiginating office:

Destroy when 3 years ol d.

(item 861b)
Al'l other offices:

Destroy when 2 years ol d.

(item 862a)
Port office:

Destroy when 3 nonths
ol d.

(item 862b)
Al'l other offices:

N A

(item 863a)
Oiginating office:

Destroy when 3 years ol d.

(item 863b)
Al'l other offices:

Destroy when 2 years ol d.

(item 2074a)
Oiginating office:
Destroy when 3 years ol d.
+[ (Di sp. Auth. N1-463-91-
D]+

(item 2074b)
Al'l other offices:

Destroy when 2 years ol d.
+[ (Di sp. Auth. Ni1-463-91-
D]+

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991



Dl SPOSAL AUTHORI TY NC1-310-77-2

PO 14 TRANSPORTATI ON MODES

Correspondence and material relating to
i nspection of neans of conveyance such

as aircraft, ships, trains, and the
like.
Material relating to i nspection of con-

veyances perfornmed by Custons and ot her
Federal agenci es.

PO 15 COVPLAI NTS

Correspondence regardi ng conpl aints on
the method of inspecting products or the
I nspection program

| f correspondence results in an investi -
gation or violation, refile in case

fol der under investigation.
See PIV 15.
PO 17 EMERGENCY ACTI ON ORDER

Docunents notifying owers that renedi al
actions are being taken as a result of
findings on the carrier. Includes Ener-
gency Action Order Form

* Retention Period *

(item 864a)
Oiginating office:

Destroy when

(item 864b)
Al'l other offices:

Destroy when

(i tem 864-1a)
Oiginating office:

Destroy when

(item 864-1b)
Al'l other offices:

Destroy when

(item 865a)
Oiginating office:

Destroy when

(item 865hb)
Al'l other offices:

Destroy when

(item 867a)
Oiginating office:

Destroy when

(item 867hb)
Al'l other offices:

Destroy when

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991

10

years

years

years

years

years

years

years

years

ol d.

ol d.

ol d.

ol d.

ol d.

ol d.

ol d.

ol d.



Dl SPOSAL AUTHORI TY NC1-310-77-2

PO 18 | MPORT RESTRI CTI ONS

Correspondence and related material on
i nport restrictions.

PO 19 BORDER SURVEI LLANCE

Material relating to border snuggling

i nvol ving plants or plant products.
Case file by specific snuggling as best
Suits user's needs.

* Retention Period *

(item 868a)
Oiginating office:

Destroy when 4

(item 868b)
Al'l other offices:

Destroy when

(item 869a)
Oiginating office:

Destroy when

(item 869b)
Al'l other offices:

Destroy when

PO 19-1 American Possessions and O fshore Areas

Correspondence and material on inspec-
tion problens in American possessions

and of fshore areas. Subdivide by nane
of State, territory, or possession, as
needed.

(item 870a)
Oiginating office:

Destroy when

(item 870b)
Al'l other offices:

Destroy when

MAKE FI LE FOLDERS FOR ONLY THOSE SUBJECTS NEEDED

June, 1991

11

years

years

years

years

years

years

ol d.

ol d.

ol d.

ol d.

ol d.

ol d.



